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13 August 1976

MEMORANDUM FOR: Processing Division and Staff Chiefs
. eputy blrector for Processing
SUBJECT : Processings Missions and Functions

1. The recent ODP reorganization resulted in former CJCS
Divisions work functions being performed by several of the new
Divisions within Processing. This has resulted in the pronlem
of identifying who is doing what. Consequently, the need for
a Processing "Policy and Procedures" manual has surfaced, which
is to describe Divisions' missions, functions and procedurcs for
accomplishing work.

2. A study which is nearing completion, has resultad in
the documenting of the attached Processing's components’ missions
and functions (with the exception of GIMS Division). It is
rzguested that each addressee review this document to ensurco
tnat these missions and functions are correctly stated. iicict

corrections are to be forwarded to _ no later thon

29 August 1976. STATINTL

3. The GIMS Division missions and functions will bhao
disseminated under separate cover on completion in the noar
fature.

.

STATINTL

Attachment: a/s
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OFFICE CF THE LDFIUTY LIKECTCE FCS FECCESSING
(CL/E/CLT)

Mission

— v — 2w

T2 'DD/? aunagces Frocessingts rescurces in SUPpCrt cf CDIts

' o0 missicn lo ass
tRIt the Aguicy's cezputing neeods arc Let, as prescrited in HET1-14 -,
Zungtioans

o] Reconmenas plans ané pclicy tc D/ODE irn Suppcrt of ULZ's wiswion.,

9] £3nhages FIOCHSSIng's rosources for imylcuentjng Lr0Ce=sppreven gt

anda plans.,

0 nsures the avallawilicy or CDIi's ceceputing rescurces  tc tulrill
Rgency's current end plarneé CCRFUtirng reculirexents,
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SUZTCEFT SYRAFE
{(SS,5,C0F)

dission
§S/? provid=s the adoinistrative and planning squcrt for Frocessiry, 38
respousiple 1or 2rocassiug's  training, perscnne security, ard  icgistic
natters, and interraces with the apprcjpriate Lu: 41rd  AGoncCy CeIponnic

gxecuticn oL  tagse auties; provides tecanical writing ana library supoclt -
LT cooriinates and priparcs pulget and Irogram  (ALL  documeunrzg AW

responsible ror all COF procurerert acticrs,

¢ ﬂriaiRJt:s procuremant rejuests for  hardwale, software, 11 cto

Jnged zaterlel and services, as  approved ly the LLgI; cociadiec

afl G SErves  as the  fccal peoart for ALY prectlenant anc  CoLtiactl
actions with the Ofrice c¢f lcgistics (CL).

o PLecesses reguests L£or terpirals ard Lfmct¢ SCb=-gntry (ta1) v
cornected te OCLT ccuwgputers, and cccordinatos these reguest. Wit
Offices or Security and Conmunicaticns,

0 Nonitours Proccssing's Fucgets.,

o} YOritors AD? contlracts andé paintzarns apjprcjriate r2cords.

o] JFrovides gensral acrinistrative csuyrpcrt related +*c VELECHT
logiscics, irterral-exterral training, security, Dinanca
coCraination or schkeculec-vuvnschedulea [2fCcLts  (2.G., Asrivic
logisticas, etc.), aad any other general administrative HERUEIRS
d2ered necessary by the LI/

o] Yaintalns centralized nanagJement-infonnsaticn files c¢if a <co:
interest.

0 wCites, edits, generates, and ccordinates  the
distritution cr tecarical 2.9., lzch ég&~_
prcoadu 2tC.) and non-technical (e.4., "Newslet
krizing 2g Craenizatior 2n¢ functicrs,

lscelil Jencrandda, €tc.) cecreutel-
docuser S reguircrernts éigtate,

) Aarlsts ormpchants ir
ADLLE tig2  Stapdards
Litrzzy TENEITE Tafl RUCLAaYE [RCCedUl cLc.) .
Approved Fo Release 2001/05/03 CIA-RDP90 00992R000100020020 7
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Estabplishes and  irzplements  w«riting ' stendards
putlications, L
Coordinates the ~accuracy and integrity ct
©Lon

docunentation with the apprcipriate Exccessing cc

P31“t51r¢ a current ioveatory of the post- CCRuOIlj
mainuals and agency-jpreduced ccnputer-related deccocinznt

Maintains a lending l rary of computer-related
includes montnly updetir
texticoks orn hand.

Approved For Release 2001/05/03 : CIA-RDP90-00992R000100020020-7
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REVII® GROLS
(FG/i/CLE)

Nission

RG reviaws, wcekly, all of GI2'z ccrputer vsage ragvirewents. L{hadaired Ly «-
Chl2i, Shglpecvring olvieich, 1ts aenpers include TeplesSentatives of frocesSsinc!
JAviEelrcus ana Systems Integration Starf, ‘pplicaticns, and ctler irtcresc.
represaiatatives of Agency ccajpcrerts,

Functicns

A\, ol Gk ot

o) Aeviews  projected  ixvending waerend ccrjputer centerst bazdwzss
softsale, auni spccial-processing reguirenents,

o] Reviews and coorainatcs, ror four one-weck FCL1003 {the pag® welik a:
thr«c  Capending wecks), iars arhd  Iweclilf€ivunts fol S ST R
Railntenance  and ipstallaticn, ccriilguraticrn cranjes, And onn

'
I

activities that cculd a1aspact the prceducrion Ceyacity ct CLT's ceoyput-
systoeros, ‘ ‘
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REVIZa EOAREL
(FE/I/CLE)

Missicn!
Chaired by the ACL/Z/0L2 ancé with Divisicr Caoiefs and CsSIS as 2enters, FE O
policy, ssort- and lony-tauge plars, and protles-rescluticn grcup that meots
reguireld.
Fungtions
o] Rrvicwus and detcirires tle pecessary acticn to resclve proni.
ajzecting Processingts gecals ard HiESiCLS.

rrulates end cocrcirates shcrt-terr (13 rernths) and long-isnge (.o
y2ars) plans Lor L/GDT gppveval.,

o Establishes cack ¢t PILcesgingts ccogctivnts gllestones
laplessnting hota snort- and lony=rarge plens.
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5153 deternines the reaciness cf tatchk ard irteiactive systees halawars/50twar
cnaLJes witnin 2 C2F  GCC2 and GCoL7y Ccouputer Cenpters, and CCCidinzteas sl
appropriate Trccessing counponents,  accoruingly; e€nsures the ccupdetarszss

x +

ey te 1install charges cr addaticr and, trtrcucl test iy

t
<

nrocedures neces H
tegrity and ccapatinrlity cf sich SySted Chanjoés Or adiitiol.

certiiles the an

c vare (zxcapt Gl¥xs, Cr¥:, or 14lS) entencernrts 1.
ion  readin2ss 1ntb, Or  4s, the Ltatch ¢r  1oteiociis
systens (GCD3 cr Giu7 Certers),
o ferrorms or assists in renchmark studies fer  computer Syste.zs,
Feqguired,
o Deternlnes Ofp<¢rator traircing ard the rprIeparaticn ci
dOC Il ta tioh and ELIOCCdUT s witn the uy[,roprldt»_ I
compocuintls Lol the batch and i1nteractive systeus (in the Go0°
Centals).
Anacyzes gz2curity spilillages, as direcrted bty tte Yanagcenert Staing,
o betorsinds and  ricpales user inforrationl and trainiry roocuirel S0
N2, CI Caahygw=s tC, tae interactive cr latch sortwars systezs.
0 haviews patch aud interactive systexrs software problers and initiat-
r2ccenterdations rer zcdification.
0 l2ste, as  necessary, hardw¥aere systedl changes ané mccificaticre,
circted by twe Chairzan/FG.
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SYSTEFS THRCGEAMEINC L[IVISICK
(S0 ,2/C20)
s3ion
5> generates and naintains stable and reliakle CLP? cperating systerns guc cther
‘stesn-related ssortvare, ir acccréaunceé with CIF-apprcvad plans,
nCXiLas
“2 is furctvionally divid=d intc the followxing lranches:
ten Systeas Eranch {(BSb/IiiDyzs0L7)

o Genervates and mairtairs currert batch cperatirg systoerns.

0 Analyzes  and diacncses gprcklers asgocieted with currert  batekh
operating systers.,

0 iaplesents  and cairtairs  special tatch - scitwale  packayes, sucn as
compilers, asseahlers, CHOSSTADE, ard EIXfs,

o Maintains  systers scftwarce fpacgages reguired for  tre opsraticn oo
paligheral systens,  sitcn as the COC fage beader, IbY Ycdel o0z, and
pictrors,

° Custonlizes, 1nplenents, and uocunients {eccordingly) rce Fatcs
operating systeus ard scitware fackages,

WLiLe Systewns Jiencia (CSBERL/:/CLL)

o Ganerites and rwaintains systens-related soltvare (exciudling JIS5) *9
prov.dc online suppcrt rc1 current Lkdtch operéting sysrtens,

o] Analyzes and diagnoses proklees associated with c¢crlire csyste:is
softuzre, :

o Proviass systems suppcrt for online sortwerec épplicaticrs.

o Revicews online systens and makes recommendeticns, acccrdincly, Tfor
laprovang overall etftiicicrney.

TebmCtive Systeds Branca (ISE,SIL/I/CLE)

C e

SR NLE T and Taiutalrs ke ODF dinteractive s7ate

Approved For Release 2001/05/03 : CIA RDP90 00992R000100020020
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fMaintalns special irteractive (timesharing) systen softsare tacre
sucu- as AUL, SIDIT, BAICHNON, arda H&VIS.
Customizes and irplerernts new interactive scitware sSysts:os
prepares documenteticr, acccrdirgly. .
besigns, ioplerents, and rcaintains coamunicaticns-access  facra
<

in
such as the Ccnversaticral-Access Methecd (CaY¥}),

Approved For Release 2001/05/03 : CIA-RDP90-00992R000100020020-7
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PROLUCTICY DIVICICN
(EL/5/CL2)

wissicn

- —— . o —

¥D manages production applicaticrs ard databasces prccessed by cchputer and f
{electrcnic acccurtiug rachilnz) 2qguipacut py gperforzine these furcricrs 1ol
to Jdata conversicn, Ea¥ services, and  producticna applicevicrns  cerpu-
procassinyg; Ceproduces ahC distritutes CcrRputser-cencratec veoefpcits; @
maintalns avcuvent  aund machine-readarle jrcgrar lirralies ror procuctiosn

develcpuent applicaticre.
functivus

FD 1S runctionally organized irtc the fcllewirg twe brarches:
b J 3

Production Cortrcl Sranca (:CE/IL/I/CLE)

c Yauages and processes production (operaticnal) aprlicaticrs,

0 bevelceps 2ard  maintaius Job-control lerguay=s precgrars, SRR
inzeractive pregjracs, and the fprcoducticn CCCURELTATICE aaTd
C2juirced for prcecessirg predicticr applicaticrs

o Haintains procucticr and develcpurent rachine-reacable [regzos
litraries.

o ddlitains an applicaticrs arc cornputer yreyras decuzentaticn Jitrary

o fEaviews new aprliceticns cdceccunertaticrn  ard Drejales precoscl’
procedures 1or acceftance as a4 jprcdtcticn diflication.

o InSures processirng data irtegrity agpd datacase restorvation
Providging aati packup aud DELLanhalT sStorage.

© Feriocrks periodic reviews on producticr agpplications to 1dentis
possible processirng cetficiencies.

€  Reaproduces and distrilutes conputer-generated Leports.

O Dez-ervinas L:gUL cnents fer reports-reproducing nardware, facilitioo
any DALNTORAnco.

Cu oZInlkcn (DOBsPL/CLE)

~

farages  and Frccesses  schaedaled AN arplications atd nrmov
Approved-For Releage 2001705Y03.:'CIA-RDP90- 00992R000100020020 7
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Provides data-ccnversicr arné Keyrurch services at the ey Euilainy
tweo Headguarters data-ccnversion facilities.

B

Manages and opsrates the Key Buildirg Data-2iccess Center (Lz20),

Coordinetes IAM, LAC (Key Eualdirg), ar
tacilities, and naintenance reguiremen
Divisicr,

d data-couversicn harcs .-
ts with the Ingines

Frovides special-handlirg and courier service for WOIr'k [pICceccszegd 1
the Cifice of Finence,

nanages and centrcle EAF and data-conversicr Catabases tc cresure 33+
integrity, which includes deta Lackty and datacasc restcraticn.

Approved For Release 2001/05/03 : CIA-RDP90-00992R000100020020-7
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OZEFATIICHS [DIVISICH
(CL/Z/CLT)

ssicn
/7 operates OLZ's coaputer ard renct e-Jickt-entry (FCE) centers; maintains
snetic  tape litraries and aiskpacks; TOCE3Ses CCREUT&#L  Qata [0l Claipadter
Ter CUStOL*IS; coorliinites all  harvdware, softwarc, end procecural Craiies
~h the ggcc;ve srccessirg  Civisicrs &rd SIS; and executes taldware,
JtWara2 l CChCCthS fcr maarterarce, ccrfiguraticn chaaenges, ani

‘Approved For Release 36#1/05/03 : CIA-RDP90-00992R00010008¢020-7

is functionally organized intc the <£fcllcwirg ty¢ independent conput.e:
telrias:
erdal Center
o) Operatus onda schecules werk tc Le  [recessca on the computsr cjuvinas.e
locate: in 3233 and 1T 1€0S5 Headyuarters,
c Operates the Chaskler ¢f Ccarcrce ard 4#50 Eoadguarters dats-i1cocoss
staticis, ana the hertnrop-faje Luilding ccmputince racilitice,
c coLticCis dignArdcks and »andyg<s a aa ghuth tape liboavy.
o Mailntains a receiving ard distrisuticr peint fer input tc, anc output
tres, tuno GI03 Center.
0 FLOCeESLS Fejucsts for cirfsite data stcrage.,
o ZXecutes RB/T-airected special plares.,
ol Frocuces the Zenter's shert-itange (raxizum  fcur weckg) =schesulirg and
operat.ny plans, és cccrainated by nG/7,
o Identilies and repcrts incidents adversely aftecting the cyperaticrn ¢
0D%'s cormputins systens tc the Cirief [rgineer (CX/zo/: sCLT) .
~cial Center
o Operates anld schedules the work to te prccessed cor the ccerpute:
egquipnent located ir the GC47 ueadcrarters,
o Contro.g disrpacks and rarag<es a aagnetic tape latrcary.
S Nainrtalns a voceiviny and distrituticn point  for input tc, sioocutiv
froa, the GC+7 Center.
o Frocessesd roguests for offsite cata

gtorage.,

Approved For Release 2001/05/03 : CIA-RDP90-00992R000100020020-7
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-~

c Produces the Tenter's shkert-rance (paximuw fcul weeks) schedutling
operating plansg, as ccorcinated Ly RCyE. ’

o Ixecutes RGy/2-directed special plars.

o Identifies and reports incidernts adversely aifecting the opzratiorn
the ODF's computing systems to the Chief Zngineer (CZ/Z0/:/Cli).

Approved For Release 2001/05/03 : CIA-RDP90-00992R000100020020-7
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GINE DIVISICH
(GL/E/CLE)

3 is responsiple for all frcceseirg services igpacting the ]t[dllu;h

nfcorraticn-Nanijenant Systen (CINS). CD provides zaarterance ard enbiancer
s GIXs arnl ﬂ:&:blga;ht infornation usca to izprcve syster oI arplica

¢sign. Inis [lvision is colely resypcrsiole fer the féhacement cf  3ll1 tre ;
vsteas, incluiding Jiniccrputer  datakbacse cystens  ard CCrEFZX futomzanes
~nager2nt Systod Cadg) facility. Ceordiration fcr rfuture appllicatio.s

a
cquirements is througe the $I¥S ranageawent Croup.

BRe

l")
tr*

1918

L/)

~ 18 ruanctionally orginaized irtc the rcllewinrg twe Drlarncnes:

vLtvarz srapcno SLb/GD/E/CDTY)

o) “alintains G18S sortware

o) Perforns GLES neasurexsnt, tuninyg, and optimizaticn,

0 Develcpe enhanceronts  to GIME  to  wmect custcmer  arnd OPel dT 1002y
Ieguirzaznts,

0 davelcps and publishes CI%S sortwalLe cocusentetion.

0 frevides protlem-enalysis sujrcrt tc GI®S.

0 Consults with 22?222 c¢r cencral database £ystecs problieass,

0 rroviies Systens cevedcpuart ard mairtenance SUFECLt Icr
Databuse-Yaragerert bBrarch's giniccujuters,

o Revievs GI¥S applicaticns fer impact con ¢verail GIYE worxkload ans
availaiiility.

o Doeveloys generalized tatch utility FICgrams ICr Stpport of GIxs
databases,

o Definss three- to S ¢Ir aaditicns o

drric-supported

SeLdd 2-Lanage sent Branch (oDLBsCED /7 0018

(4}

®* Hpproved For Refeadd 3001/05/03 "GIA-RDPO0 1009 ZRO004000200207 € Tertor (21 )



Approved For Release 3g@/1/05/03 : CIA-RDP90-00992R00010008020-7

i1y 1976 ' . L F 2 F 1
o “onitors all GIdS cperaticrns.
o drovides database-rnmaragemsrt ard ccrtrcl tc ensure data integrity

-~ by

L4
includiny data Leckufp, archival stcrage, histcry tape analij;sis, and
database restcration.

o) Installs n2w dataltases cevelcped by 722227, ard as approved b? the CGINS
Review Eoard.

c Frocesses GinS tatch ertlaicaticns svukpitted cr developed Ly $32%7

o Develops and puklishes GINS cperatirg prccedires,

o) Tasts rew GI¥S software developea Lty 2227272

o Operatcs CAlS.

o . Particirjates in the GI¥S Feview Foard actlvity.

Approved For Release 2001/05/03 : CIA-RDP90-00992R000100020020-7
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A
‘ EMGINEEFING L[IVISiCX i
(£E2 /7 ,0D7P)
LD provi .nd i i
LD provides wrd gaintaibhes computer hardware systens, as arrrovec by 17
nh/e i e e S I ! Lo
“L/F, and ernsures tte statility ara reliabtijity of the fardsw:
) 2 : -
1ly @rvaded intc the iollc«lng tnrce  tranches, with c¢rci
ted Dy a Chiet Engiueer o
. . L sci
55;541€a10¢thu scheduling ¢rf co mlutg* hardware preverntave o,y
! L perations Livigicer C bor e b . - C e
(e soh (Co/:z/C0z2), tarcegi he tnd Ldview
Ny ek - ~ o - ‘
:;F‘ngupq Lejulresstts fcr  scacatled and  tihschoycld N
Tt e, + ~ - S ! 1 P o o
HINTCHALCY O cerputer hardware, andé vaintairs talhtelarce :ec
fonjtors hardware uei < ' ' j
t aldwiale wezartenance arc ClLgirearlnyg charnges
aleitls aud ceértitics irveices fer trschedvled cemputing 33
CYUiinw Ll alnptenance. " o
N1 et A AT ey )
Dirv -5 and cocrceinates the acticr Legulred  in resclvying
.rul};ed O CClhputer systexs (harcwerle and =cf+wa“<; Ciciaii-n
= - - R - = S Lwd @ LTl DT
aCTLVLILIvS, aind detersiinzs rasponsitility for co:rrcrlsr aZ» <
' -~ ~ . <! . - e d
Y N - IEANCIE . - 3 v .y . \
“OnLitors G5a's 20-day acceptance testing on new iDL SERUR I
L - Ll e
SODLUCLs enviionrertal zud [Cwel SZIvice tcletances

e ) - ™ !

Asbf,bs CJ: cchycrents, ag& recuvited, irp estaplisnis

Feilornauce standards. ) I
yration Jlanagesent Eranch (C¥B/ED /7 ,0DF)

tlaus LC - Ceterning inu hard

Tl cLL1NES Ccrtiave harcware ;

Laas . I > and sortwar:
Coblljuryticns orerated by Cr. Ortrare
i‘ii I: .. ~: Lty AT T o ’4" 3

>L_“ct§(. Teviews, coalyzez, aLg I2lCrte 1¢ man23e-

i ‘ i g = ’ i "= A v oa. 4‘5 - ee .
availabiility cr Ccuputar nardware and SCLltvward systers ceo- -

/ oo L Lot E " o

o]

Zuginec

-

v
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o Devalops and coorgirates plarns  with apprcpriate GDT components  ro
alternate computer equipnert facilities in the event of disaster,

o Drafts ginicusm egulgncrt reliability [errfcrrance reJguirements tor 95
computer systews o ard cccrdirates  witn tne Supgport stafi  fox
publication of tnese reguirements. )

o] Operates an answsring service (lrcuble Desk) to receive tsers' troutbl-
Ieports and 1nitiates ccrrective action.

o Provides technical cousulting service tc users roguiring assistauce,

0 Develops and malutainse systerss fcr neritcring and weastriug hardwa:
and scftesare systens perforwnince, and audits hardware ard  cofrvwazg
usage  LOL &hort=-teIn (¢eg., 1& wmonths) and lcng-rarce [€.¢., iivw
years) pleuning.

o Prepires a  Leithly ccaputer and TEnRpOWCI  LESOUTNCC Lepcrt ("=

' hActivity FELeport") cf (UF I€SCUICE  vsage, ty project, fot
COvpolehts,

o Ausists  the Chiet EZrginecr iy pcritcrirg GSa's ZC-day acceptanc
testiag oh nhew ADD egripment.

Facilities Braunch (:B/ii/i/CD3)

o Frepares and walrtelrs naster drawirgs and records cf  tle physic:!
drlatngeaant and i1rtercennecticr ¢t cenfutar ecuipeoant,

o Participates in s1te planning 1¢cr prcejected couputs=r systegs, wiic
incauvacs doterumining, [Lepatring, aroe ccordirating ~rﬁClLlL~L*CLE Gl
reculist=nts for electrical power, CRVITOnmeértii, Spdce, Ald =cCULLT
with the dg 'toprlate SerLvice orgaunizations,

c ?lars, coordinates, and suUpervises activitics asscciated witl T
;qyelcal lnstaellaticr ¢f ccapuvter ecvifrart,

o] foritors execauticnh ¢cf  shecirt-terr (€.4., 18 wcntans) Flars arc eusua:
disscemination c¢f nctices ¢f haicdware chanyes tc the user oddu“A‘y.

Teleconounicetions Eranch (iBsZL/I/CDE)

0 Coriucts site surveys and cooruinates wWitl the apprcpriate  Acera’
cor.onents for irstellirg remcte devices irn IeSpChsSe tC USEL Luguost.

o Ingtalls, acceprance tests, and vvaluates new rexote cevices, such
Delte¢ T[Lata terminals Texas Jrstrvoents termarnals, patch pareasy
multiplexers, etc.

a sorivors telecouzsuniceticrns baruwdre ard scftware  vendor oiintonind
prilcIlnance.

¢ 2re vides gnd raintains the rarcdsare ard €citeale L0r ifemcte —ol-ont:
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trouble-answering service.
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